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Subject: Scheduling Disaster Service Workers (DSWs) for Medical Shelter Sites 


1. Introduction 
The purpose of this Standard Operating Procedure (SOP) is to provide guidance to 
those responsible for developing schedules for Disaster Service Workers (DSWs) 
staffing Medical Shelter sites. The scheduling team is responsible for assigning new 
DSWs to Medical Shelter sites and notifying DSWs of their demobilization and return 
to home departments after a tour of duty. 


2. Receive Request 
e Site Management will reach out to the EOC (or designated entity) point of contact 
(POC) and request additional DSWs. 
e The POC will determine how many new DSWs are needed for a specific site and 
forward the request to the scheduling team. 


3. Schedule DSWs 
e The scheduling team uses the DSW list compiled by Department of Human 
Resources (DHR) to contact eligible DSWs via telephone and e-mail to determine 
their ability to work as a DSW. 
o Note: In general, DSW assignments are not optional (given the name is 
taken from a DHR supplied list) and simply not wanting to work an 
assignment is not a valid reason to decline. 


ò DSWs with a valid reason not to accept assignment can be 
excused from assignment (e.g., high risk family member under their 
direct care, direction from their personal doctor to not work this 
assignment, etc.) 


Site Manager schedules rotate between three shifts as follows: 
= Shift 1(Midnight to 8:00 am) 
= Shift 2 (8:00 am to 4:00 pm) 
= Shift 3 (4:00 pm to Midnight). 


This mission requires a four-week commitment and additional extensions 
may be requested by EOC (or designated entity). 


After exchanging information about the tasks associated with being a Site 
Manager, their assigned schedule, and reporting location, the Scheduling 
Team forwards an e-mail with instructions to the DSWs confirming their 
temporary assignment as a Site Manager. 
© Site Managers are instructed not to report to their usual work sites 
at their home Departments while there are participating in this 
program 


One week prior to the end of the four-week schedule, the Scheduling Team 
reaches out to the Site Managers via telephone and e-mail communication 
to request extensions for an additional period, as needed. 


After determining the number of DSWs continuing their Services as Site 
Manages and number of new DSWs required for the new schedule, the 
Scheduling Team emails entire team details of their assignment, including 
new schedules and contact information. 


